Completing Catawba County
OnLine Applications

To access the OnLine Application click on Applicants.
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The following screen will appear.

If you have previoudly registered, al of your information is retained.

Simply enter your User Name and Password.

If you have forgotten your password, we CANNOT retrieve

or change. You will need to create a new User Name and Password and complete anew application. If you

have never registered click on the link click here to Register.

\

Careers

Enter your user name and password to login. Ifyou have not yet registered,

click here to Redister,

Login

Lonin Help Register Mow

Current Openings

Select the link below to reviesy the job description and apply for . .
the jok. First Previous | Mext

Posting Date |Closing Date Job ID

Last

07/31/2006  Open Until Filled gé'”'ctf'o'g“”se'm Bost 965 00001375 FirstPlaza
07/31/2006  08/07/2006 Guality Assurance Specialist 1127 00000545 First Plaza
07/3142006 081 4/2006 Internal Systems Analyst 1128 00000ass Public Health Main
07/3142006 08/07/2006 Horticulturist 1114 n0oooo1 54 Maintenance Facility
07/31/2006 081472006 Medical Lab Technician 1129 oooo1043 Fublic Health Main
07/28/2006 08/04/2006 Clinical Counselor 1123 n0oonoass ACT

07/28/2006  08/0452006 Human Resource Aide 1125 0o0000g42 Social Serwvices Main
075282006 ©Open Until Filled  CAPIC Case Manager 1126 aooot480 Social Services Main




Creating a User Name and Password

You can make up any User Name and Password that you like. There are no requirements on length for
format. Please remember your User Name and Password. You will need this to track your applications and
apply for any additional positions. You may update your Application and Contact information at any time.

Please Enter your User Name, Password and confirm your Password. Then click FRegister

L

Register

Enteryour new User name and password.

Enter Registration Information

*User Hame |UserNWnuﬁelect

‘Password |7/

*Confirm Passwuuuq
Register | Return to Previous Page

You will now see the Welcome Screen. This will tell you about current applications, allow you to pdate
your Cover Letters and Attachments, Resumes and your Profile. You will also see alisting of all current
positions. To apply for a position ssimply click on the Job Title of that position.

- . '}_. .: E PR Eﬁ]&‘]@&. Careers Home  Logout

Careers Home

Welcome

My Career Tools

0 Applications

0 Cover Lefters and Attachments
0 Saved Resumes

hity Profile

Current Openings

Select the link below to reviewe the job description and apply for i i
the jok. First Previous |Ne>d Last

Posting Date |Closing Date Joh T Job ID Position Location
Humber
{ Cl|n|cal Counselor - Post
gdontions

073172006 Open Until Fill 00001 37a First Plaza

07f31/2006 08072006 Guality Assurance Specialist 1127 00000545 First Plaza
07/31/2006 08M14/2006 Internal Systerns Analyst 1128 00000958 Public Health Main
07/3172006 08072006 Horiculturist 1114 aoooo154 Maintenance Facility
07/3152006 081 4/2008 Medical Lab Technician 1129 00001043 Public Health Main
07/28/2006 08042006 Clinical Counselar 1123 00000558 ACT

07/2872006 08/04/2006 Human Resource Aide 1124 0ooons4a Social Services hain




You will now see a Job Descri
this position, click on

Pege.

oo |

ption. This will provide details about the position. If you wish to apply for
If you do not wish to apply for the position, click on Return to Previous

/

Joh Title:

Job Details

Job Description

Provide clinical superision to resource fadoptivefoster) families to sustain placements far childran
priot to finalization and including post adoption services. Responsibilities include conducting family,
individual, and group consultations and social work assessments; providing intensive services to
children and families to assist in adjustment to the adoptive home; preparation and an-going kil
building of adoptive families; prepating children for adoptive placements; and other related case
management duties.

Requires: Master's Degree in counseling, social work, psychology or marriage and family therapy and
twio to three vears of post?graduate counseling experience. License not required, but preferred
applicants will be licensed or eligible for MC Licensed Professional Counselar, MC Psychological
Associate, or MC Licensed Clinical Social Worker upon date of hire. Valid NG Driver's license
reguired. This is considered LightWark; no lifing over 20 pounds.

Clinical Counselar - Post Adoptions
4955

noo013va

$33,725.00- §66,761.00

First Plaza

Full-Time

Reqular

Open Until Filled

Eeturn to Previous Page

Y ou will now be allowed to enter a resume as an attachment or “cut and paste”

. You may also apply for the

position without a resume. A resume is not required, a completed Catawba County application is
requir ed (even if you post aresume). After making your selection, cI?on | Continue |

/

Apply Now
Choose Resume

Resume Options

How would wou like to prg€eed?

" Copy and pagk resume text

O Apply withgfit using 3 resume

ontinue Feturn to Previous Page




Attaching a Resume (optional)

Attaching aresume is OPTIONAL. If you wish to attach aresume, smply “Browse” and locate your file.

/
Browse. .

Lpload | Cancel |

Kk Lpload

7_1 to submit}cl ick

y 4
|C:HD|:||:ur“\ts and SM:IWSE...

Upload | Cancel |

Once you have located your file, smply clic Cancel |

Y ou will now be alowed to change the “Resume Title” or leave at the default of the filename. Y ou may

also click on View Attachment to review your Resume. When you are satisfied click or_,22"me |,

Apply Now
Enter Resume Text

Resume Text

Resume Title: |jopapp.pdf /

Language: | English =l
File Hame: Wi ttachrment

Continue | Close

| Return to Previous Page




You will now be allowed to enter your Profile/Contact information. Y ou may Change Password or select
your preferred method of contact by clicking on the “down arrow” to view alist. Please enter your Name,

Address, Email Address and Phone Number information. When all information is entered, click on
Continue

{\_& T

Careers Home  Lodgout _@ PEM E

My Profile

Flease provide your name and other contact details in order to continue with the application. Changes
made to your contact details on this page will he updated on all of the jobs you have applied to.

Continte | Betirm to Previous Page

Member Information

User Name: A5
Password: Chande Passwaord

Preferred Method of contact: | mot Specified w

Neme
Name Format: | English v/

Name Prefic | Doctor |

‘First Mame:  |SUSAN

Middle Name: |EI

‘Last Name: |LOWMAN

Name Suffix: | v

Country: | United States |~

Address 1: |

Address 2: |

Address 3: |

City: | State: v
Zip Code: ’7

County: |

Email Addresses

Primary Email Type:

Email Address: | Eemove

Add Another Email Address

Primary Phone Type:

Phone Number: | Extension: Remoye

Add Anothet Phone Murmber

Continue | Feturn to Previous Page




Completing the Application

You will now begin the application process. You must complete the entire application. First you will be

allowed to review Position and Contact information. To change the position you are applying for click
Remove. To apply for another position, click Add Another Job/fo Application To modify your resume,

click Add/Change Resume. To updat\\your contact information, Llick Edit Profile.

\\\

Complete Applicqtion /
i Remuoye
Add Another Job to Applfation

You are apphying for:
jopapf\pdf AddiChanie Resurme

Jane Smith
1123 5 Main Street
MNewton, NC 28658
Edit Profile

Once you are satisfied with al your information, scroll down to complete the application. The next section

to complete is the “General Section”.

Please note that application must be completed and accurate. Incomplete andior inaccurate
information will resutt in the disqualification of your application. PLEASE DO NOT REFER. TO A
RESUME OR OTHER ATTACHMENTS.

General Information

Desired Start Date: 100106 E!'J

Full Part-Time: [Either =]

Do you Currently work for Catawba County Government? ™ Yes * Mo
Are you a former employee of Catawba County Government? " Yes * No

If Yes, Indicate Dept. and Date Separated

Are you related by blood or marriage to any person currenthy " ¥es * No
employed by Catawba County?

If Yes, indicate Hame, Dept., and Relationship
Hawe you ever worked under another name? {Used to verify work " ves * No
experience, education, etc.

If yes, please list

Are you legally eligible to work in the United States? “v¥es { No

Do you have a valid drivers license? *Yes [ No

If yes, indicate state of issuance and DL number NCDL123

Hawve you ever been convicted of amy unlawful offenses, other than ~ =

5 L Yes Ho
a minor traffic violation:
MOTE: A conviction record will not necessarily exclude you from emplovment. Factors such as age
at the time of offense, rehahbiltation efforts, how recent the offense was, the nature of the crimeand
the type of job for which you are applying for will be considered.

If yes, explain :‘




Continue to scroll down to add Word Experience, Education History and Languages. Click on the hyperlink

Work Experience
Education
L anguages

Add Work Experience to add your current or most recent employer.

EeXperience.

Work Experience

Click §ere to add up to 15 years of employment infomation to yaur new application.

Education History Employer.

Highest Education Lewvel: | A-Mot Indicated

To add High School information, click the Add High School Education Details hyperlink belows . To change

infarmation for a schoal, click the hyperlink under School field. Click on delete icon to remove corresponding
High Zchoal infarmation.

High School Details
You hawve not added any High School infomation to your application.

Add High School Education Details

To add College information, click the Add College Education Details hyperlink belowe . To change information for &
zchool, click the hyperlink under School field. Click on delete icon to renove corresponding College infarmation.

College Details
You have not added any College infomation to vour application.

Add College Education Details

Uze this page ta list your languages.

Languages
You hawve not added any languages to yvour application.

[+]Add Wark Experience Please add an additional work experience for EACH
position held — even if they are working for the same

[+]add Languages

Click E3lto add Languages.

Please add languages you
speak, read or write.




Entering Employment Details

A new screen will appear that will allow you enter your current or most recent employer. Please enter
approximate start date — if you are unsure of the exact dates, estimate by enter the Month/01/Year. When

you have completed all information, click —=2™"™2 | v ou must enter Approximate Start Date, Employer
Name and Ending Job Title. Please add all work experiences for the last 15 years.

Add New Application
Add Employment History

Complete a separate section for each position including ALL jobs/iwork e
experiences {or the last 15 years) beginning with your present or most recent job. Please add an additiona work
Include periods of unemployment, military sendces, iternships, and volunteer and experi ence for EACH

suimimer work. Please note that incomplete information will result in the ;.- T
disqualfication of your application. PLEASE DO NOT REFER TO A RESUME OR position held —even if they
OTHER ATTACHMENTS are working for the same

: Employer.

Continue I Cancel I

Feturn to Previous Page

Emter Employment Details

‘Approximate Start Date: |01/01/2000 [y

Approximate End Date: |— [#] Pleaze leave the end date blank for your current employer.
‘Employer: !Curre nt Employer Mame May we contact? #Yes INo
*Ending Job Title: Business Manger Ending Salary: | 25000
Number Supervised: i_3 Average worked hours per week: FHZI

Reason for Leaving: iSEEking hetter opportunites

Supenvisor Name: !Jnhn Smith
Telephone: |g28-222-3344
Description of Work:  |Please give detailed information of your current job duties and &

responsihilities.

Employer's Address

Country: nited States L
Address 1: 123 Smith Street
Address 2: i
Address 3: i
City: Newtan State: | North Caralina v
Zip Code: ‘28658
County: i
SonminiE Cancel J Feturn to Previous Page




Education

Enter High School information and click M

Add New Application
Add High School Education

Continue | Cance| | Return to Previous Pane

Enter High School Details

State: | Morth Caralina V|
*School Name:  Hickory High School
Level Achieved: | Graduated V|

Average Grade: 15

Continue | Cancel | Return to Previous Page

Enter College Educational information and click _Continue | bjeace add all Colleges or Universities
attended.

Add New Application
Add College Education

Continue | Cancel | Return to Previous Page

Emter College Details

MOTE - If wour School andfor Major iz not listed in the drop dovwn list, please key it in the 'Other!
bz, (Prompt box must be emgty for 'COther! fields to be active.)

‘Sehool: | Univeristy of MG - Chapel Hill V| Other: |Univeristy of MG - Chapel Hill
‘Major: |Elusiness Administration v| Other: |Business Administration
‘Degree: |Elachelurnf8cien|:e v|
Average Grade: W

[#] Graduated

Approximate Graduation Date:  |12/30/1994 E_ﬂ

Continue Cancel

Feturn to Previous Page




View of Multiple Employers and Colleges

All of the information you have entered can be modified by click on the hyperlink. Information may be
deleted by clicking onthe I |

Thisis an example of multiple jobs. Please enter your entire
employment history or at lest the past 15 years.

Work Experience

Employer Job Title Start Date |End Date |_

CurrentEmployertame Business Manager 0150152000

FormerEmployerarme JohTitle 0150151995 1203141994 ﬁ

[+] add Work Experience

Education History
Highest Education Level: | G-Bachelor's Level Degree ~|

To add High Schoal infarmation, click the Add High Schoal Education Detailz hyperlink belowy . To change

imformation for & school, click the hypetlink under Schoal field. Click on delete icon to remove corresponding
High School information.

High School Details

Schuul School Type Cuunt |

Hickory High School High Schoal

P-.dd High School Education Details

To add Callege infarmation, click the Add Callege Education Details hypetlink belawy . To change information far &
zchoal, click the hyperlink under Schoal field. Click on delete icon to remove corresponding College infarmation.

College Details

Date
Deqree Major School Issued

Bachelor of Science Business Administration  Camphell University 125301994 ﬁl
As_anclate of Applied Business t_:nmputer Central Fiedmaont Comm 05/01/1992 EI
Science Eronramming College

[*+]Add College Educ ation MNgails

Thisis an example of Colleges and/or Universities
attended. Please enter al your College education,

evenif you did NOT complete a degree.




L anguages
Skills
License and Certifications

Enter all Languages that you speak, read and/or write. You will be allowed to enter your proficiency in
each. To add additional languages click on the [+]. Please describe al job related skills you possess. This
is free form, so you may enter as much text as you would like. Please list any License and/or Certifications
you currently possess.

U=e thiz page to list your languages.

Languages

Language Speaking Proficiency Reading Proficiency Writing Proficiency
English Hich High Hich EI
Spanish Hich Moderate Loy EI

[+]Add Languages

Pleaze list any job related skills, training andior zoftware experience that vou possess

_

Pleaze list any work related Licenses andfor Cetifications you possess.
License and Certifications

Referral Information

How did you find out about the job? | Catawha County Wehsite

Specific Referral Name or Source: |

Mext Step | Cancel

Careers Home

When you have completed all sections on this page, click __ M®5tep |

YOUR APPLICATIONISNOT YET COMPLETE!!!
Please make sureto read the next page.



Submit your Application

Before you submit your application you are given the opportunity to provide self identification details.
These are not required. The help us comply with federal and state Equal Employment Opportunity record
keeping. Thisisinformationis CONFIDENTIAL.

Submit Online Application

zalified applicants are considered for and treated during employment without regard to race,
color, religion, national arigin, citizenship, age, marital status, ancestry, physical ar mental
dizability, medical condition, veteran status or sexual arientation.

Solely to help us comph with federal and state Equal Employvment Opporunity record keeping, and
other legal requirements, we invite you to complete the following infarmation.

Flease note that completion of this information is voluntary. Refusal to cormplete this information
will not subject you to adverse treatment. The information you provide is confidential and will be
kept separate fraom yaur other applicant infarmation. This infarmation will he used for data
reporting requirements and will not be considered in making any employment decisions.

*Gender: Female -

Date of Birth (01011976 [+

Ethnic Group:  |[EF§=T=T (=T

[ 1 decline to provide my self identification details.

Terms and Agreements

| cedify that all of the staternents made in this application and any attached documents are true,
complete and correct to the hest of my knowledge and belief and are made in good faith. |
understand that any false statements or information may be grounds far rejection of oy application,
or dismissal if | am emploved. | also understand that as a condition of my employment, will be
required to furnish documentation verifying my identity and eligibility to wark in the United States. A
hackground check of my driving , criminal, credit, or other recards may be conducted before
employiment. | permit the County to conduct a police and court records investigation of my
hackoround if relevant to the job farwhich | am applying.

| autharize any and all of my current and previous employers, including the LS. Government or U5,
Military, and other persans, registration and licensing boards, and educational institutions listed on
my application, to provide Catawhba County Government with any job-related information requested.
'waive any right to legal claims against a disclosing person, employer, or institution and the
prospective employer seeking and using this information for hiring purposes. Nobtwithstanding any
provisions of Federal or State law, | alsowaive any right | may have to review confidential material ar
information received by Catawba County from a persan, employer, or institution.

| understand that Catawhba County is a drug free workplace and that | must pass a drug urinalysis
test, and may be required to pass a physical examination provided by Catawba County, before | may
he emploved by Catawha County.

| cedify that if | am a male between the ages of 18 and 26, | am aware of and in compliance with all
applicable registration requirements of the WMilitary Selective Service Act.

{* lagreetotheseterms ¢ |do not agree to these terms

Subrnit | Cancel |ReturntnPrevinusF‘aue

The last part of the application processisto review the Terms and Agreement. When you click on “I agree

to these terms”, the 549 | will be available. Simply click _ SUPMit | to complete the application
process.



Application Confirmation

Once you have submitted your application, you will see the following verification screen. The “ Status’ of
all positions applied for will be “Applied”. You may review positions without applying. If the*Status’ is
“Draft”, you have NOT completed the application process. If you wish to review and/or apply for additional
positions click Careers Home.

Careers Home  Logout
My Applications

™ You have successfully submitied vour job application.
My Applications

Display applications from: | ;l Refresh |

First 4] Previous | Mext [+ Last

Clinical Counselar- Post Adoptions Applied 080272006 4:29PM

The Careers Home page will give a summary of positions applied for and allow you to change information
and apply for additional positions. If you have completed your application process, simply click Logout.

ARA T > __ /

V_ Mmg& Careers Home  Logout

Careers Home

Welcome Jane

My Career Tools

1 Applications
0 Cover L efters and Attachments

1 Saved Resumes

Ity Profile

Current Openings
Select the link below to reviewy the job description and apply for

the job. First [4] Previous |Mext [)] Last

Posting Date |Closing Date Job Title Job ID :3:‘;‘;‘: Location
07/31/2006  Open Until Filled :é'g'ctfu'n?unse'”r e 00001375 FirstPlaza
073152006 08/07I2006 Quality Assurance Specialist 1127 00000545 First Plaza
O7/31/2006 084 42005 Internal Systems Analyst 1128 00000858 Public Health Main
O7/3102006 03072006 Horticulturist 1115 00000154 Maintenance Facility
O7/31/2006 084 42005 Medical Lab Technician 1129 00001043 Public Health Main

Q7/28/2006 08/04/2006 Clinical Counselor 1123 00000558 ACT




